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DEPARTMENT OF THE NAVY 

OFFICE OF THE SECRETARY 

WASHINGTON. D. C. 20350 



SECNAVINST 5215. IC 
Op-09B 

14 April 1970 
SECNAV INSTRUCTION 5215. IC 

From: Secretary of the Navy 
To: All Ships and Stations 

Subj : Department of the Navy Directives Issuance System 

^* Purpose . To promulgate revised policies, responsibilities, and 
standards for the administration of subject system. 

2. Cancellation . SECNAVINST 5215. IB of 1 Oct 1964, The Navy Directives 
System, is superseded hereby. 

3. Scope , The provisions of this publication are applicable throughout 
the Department of the Navy, except that separate provisions for the 
issuance of internal Marine Corps directives are contained in 

MCO P5215.1. 

4.' Action . Each addressee is responsible for installing and adminis- 
tering the system within his organization, and for ensuring that his 
administrative issuances which meet the indicated criteria are issued 
within or incorporated into the system, to the maximum practicable extent. 
Implementing directives shall not duplicate this instruction, but may 
add details necessary for local use, and provide further guidance where 
options have been indicated. 

5. Administration and Maintenance . The Chief of Naval Operations shall 
ensure the implementation of the provisions of this instruction, grant 
any exceptions needed, and provide for possible improvements and other 
approp riate changes. Recommendations for changes, together with the 
reasons therS^fet^ should be submitted to him. 





John W, Warner 
Under Secretary of the Navy 
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(See page ii) 
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PARTI 



DEFINmONS, CRTTEIUA, AND KESPONSIBILITIES 



R) I. TERMS DEFINED. The following terms and their 
definitions, listed in alphabetical order,, will aid. in in- 
terpreting this instruction, and in the continued 
administration of the Department of the Navy Directives 
Issuance System. This section of the directive also serves 
as an introduction to the remaining sections. 

R) ALL SHIPS AND STATIONS. The "to". line of a 

directive which is to be included in a particular special 
distribution system from specified organiiations in the 
Washington, D.C. area to all or most of the components 
of the Department of the Navy-i.e., both parts 1 and 2 
of the Standard Navy Distribution List. 

A) BULLETIN. (Applies only to Marine Corps issu- 

ances.) A directive having the same force and effect as an 
order, and used to publish material that is either 
primarily informative or otherwise directive in nature, 
but is not of continuing authority or reference value 
(e.g., requirements for one-time reports, temporary pro- 
cedures, etc.). A bulletin includes a self-cancellation date. 

CHANGE TRANSMITTAL. The medium used to 
transmit changes to an instruction or, under extenuating 
circumstances, a notice. Each transmittal describes the 
nature of the changes it transmits, and gives directions 
for making them. In the Marine Corps, comparable 
changes arc to orders and bulletins. 

CHECKLIST. A numerical list of effective in- 
structions, used to verify the completeness and currency 
A) of a master set of instructions. Omission of a directive 
from a list is not authority to cancel. A list of positive 
indications of cancellation may, however, be included in 
a checklist. 

CROSS-REFERENCE SHEET (Subject or 
Locator). A sheet which is distributed with a directive, 
and filed in the directives binder, to assist users in locat- 
ing the directive, when filed separately. 

DIRECTIVE. An instruction (order), notice (bulle- 
tin), or change transmittal. U prescribes or establishes 
policy, organization, conduct, methods, or procedures; 
requires action or sets forth information essential to the 
effective administration or operation of activities con- 
cerned; or contains authority or information that must 
be promulgated formally. 



DIRECTIVES ISSUANCE SYSTEM. The standard 
procedures and formats used to promulgate policy, 
procedures, and informational releases in the Department 
of the Navy. 

DISTRIBUTION LIST. A list of "action" and (A 
"information" addressees of a directive. These addressees 
are selected on the basis of need to act or need to 
know. 

. INSTRUCTION. A directive containing authority (R 
or information having continuing reference value, or 
requiring continuing action. It remains in effect until 
superseded or otherwise canceled by the originator or 
higher authority. 

ISSUING AUTHORITY. The chief official of an (R 
established, independent component, by whose authority 
and under whose title a directive is promulgated. 

JOINT DIRECTIVE. A directive issued jointly by 
one authority, in conjunction with one or more other 
authorities. 

LETTER-TYPE DIRECTIVE. An instruction or 
notice prepared in a format similar to that of the naval 
letter. 

MESSAGE-TYPE DIRECTIVE. A directive trans- (D 
mitted via the NavaJ Communication System. 

NOTICE. A directive of a one-time or brief nature, 
which has a self-canceling provision, and which has the 
same force and effect as an instruction. Usually, it will 
remain in effect for less than 6 months, but is not per- 
mitted to remain in effect for longer than one year. Any (A 
requirement for continuing action contained in a notice, 
such as the submission of a report, use of a form, or 
following a specified procedure, is considered to be 
canceled when the notice is canceled, unless the require- 
ment is incorporated into another suitable document. 

ORDER. (Applies only to Marine Corps issuances.) (A 
A directive of continuing authority or reference value. It 
is effective until superseded or otherwise canceled. A 
specific cancellation date may be stated when the period 
of effectiveness can be estimated. An order may be 
issued as a letter-type or manual-type directive. 
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PAGE CHANGE, An additional or replacement 
page for an instruction or notice, transmitted under 
cover of a change transmittal, for insertion by recipients. 
It usually is preferable to a pen change. It is generally 
more economical; provides neater, more legible copy; and 
decreases the chance of errors and the time expended by 
recipients in making changes. 

A) . PASTE-IN CHANGE. A change, usually of some 
length, which is entered by cutting the wording from the 
disseminating document or retyped copy and pasting 
onto the basic document which is being revised. A 
change will not be issued with the request or intent that 
it be pasted in, or which can be entered feasibly only by 
pasting in. The issuance of paste-in changes is prohibited 
because they: 

(I) Often become detached from the directive 
on which they are pasted. 

C2) Usually occupy more space than the word- 
ing they supersede, thus requiring a hinged type of 
insertion, and complicating subsequent reference. 

(3) Tend to lessen the utility, and to detract 
from the appearance, of the basic directive. 

(4) Usually prevent printing on both sides of 
the change page. 

R) PEN CHANGE, A change, usually relatively short, 

which is entered in the basic document in handwriting 
by the recipient. A change will not be issued with the 
request or intent that it be entered in handwriting, when 
the time required for a single addressee to enter all 
changes on a single sheet (two sides) of paper would 
exceed that required for him to remove a superseded 
sheet and insert a new one. Directions shall state pre- 
cisely where the change occurs; i.e., page, paragraph, and 
line number, and any other pertinent information, 

A) PREPARING AUTHORITY. A chief official of an 

activity or component who has initiated or has been 
assigned the task of preparing a directive. 

PUBLICATION-TYPE DIRECTIVE. An instruction 
or notice whose content is best suited to a publication 
format; i.e., parts, chapters, sections, etc., differing from 
a manual or publication only by the method of pro- 
mulgation and identification. It includes a promulgation 
in the format of a letter-type directive, instead of the 
norma] authenticating frontispiece in a publication. It 
carries the same subject number as the signed transmittal, 
and does not carry a separate publication number. 

R) REVISION. A reissuance of an existing instruction 

in completely rewritten form. 



SPECIAL DISTRIBUTION LIST. A list of address- 
ees, compUed by an issuing authority to meet his special 
recurring distribution needs, when use of the Standard 
Navy Distribution. List would be impractical. The list is 
compiled on the basis of some common denominator, 
such as the ships under a single type commander. The 
code consists of the short title o( the issuing authority 
and a discrete number. 

STANDARD NAVY DISTRIBUTION LIST 

(SNDL). The list which provides official addressing and 
distribution information for the Naval Establishment. It 
is published in two parts: Part 1 (OPNAV PO9B3-107), 
Operating Forces of the Navy; Unified and Specified 
Commands; and U.S. Elements of International Com- 
mands (classified confidential); and Part 2, which is 
Section 1 of the Catalog of Naval Shore Activities 
(OPNAV PO9B3-105). 



SUPPLEMENT, A medium formeriy used to add (R 
information to an existing instruction. It is now prohibit- 
ed, except where necessary to change a joint interservice 
instruction, when the basic instruction cannot. readily be 
changed. 

WASHINGTON HEADQUARTERS 0RGANI2A- (A 
TIONS. For purposes of this directive, Washington 
headquarters organizations comprise Navy Department 
components; the headquarters of the six systems com- 
mands, and of the Communications, Intelligence, 
Security Group, and Weather Service Commands; and the 
Office of the Oceanographer of the Navy. 

WEEKLY TRANSMITTAL SHEET. The means by (A 
which the Navy Publications and Printing Service makes 
initial distribution of directives addressed to all ships and 
stations. The system may be utilized only by Washington 
headquarters organizations (see definition above) and 
such other organizations as the Chief of Naval Operations 
may determine. 

2. CRITERIA 

a. Standard. In general, a document, regardless of its (R 
physical characteristics, shall be issued in the directives 
system when it does one or more of the following: 



(1) Regulates or is essential to effective admini- 



stration. 



(2) Establishes policy. (R 

(3) Delegates authority or assigns responsibility. 

(4) Estabhshes an organizational structure. (R 
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R) 



(5) Assigns a mission, runction^ or task. 



A) 



R) 



(6) Initiates or governs a course of action or 



conduct. 



R) (7) Establishes a procedure, technique, standard, 

guide, or method of performing a duty, function, or 
operation. 



(8) Establishes a reporting requirement. 



R) (9) Changes, supersedes, or cancels another 

directive. 

b. OptioDal. Issuances not falling within the scope 
of the above criteria nevertheless may be issued in the 
directives issuance system to obtain quick and controlled 
dissemination. Normally issued as notices, these . may 
include: 

(1) Requests for comments, approval, or infor- 
mation. 

(2) Directions for routinely carrying out estab- 
lished operations, such as matters pertaining to individual 
personnel actions or special shipments of material. 

(3) Infonnative announcements, such as edu- 
cation or promotion opportunities, recreational activities, 
work improvement plans, suggestions for morale building, 
or changes in office locations or telephone extensions. 



c. ExoqptioM 

(1) Required 

(a) Navy Refi;ulations 

(b) Top secret documents 

(c) Registered publications 

(2) Optional 

(a) Operations plan^ and orders 



R) (b) Technical and regulatory manuals and 

publicationa, and changes thereto 

R) (c) Issuances with fewer than six addressees, 

including "copy to" addressees, except those covered by 
2a(4), (5), and (8) above. 



d. 



to Manuals or Publicationi Not tn the 
System. These normally shall be 



issued as regular manual or publication changes or 
revisions, outside of the directives system. In no case 
may such a change be issued as an instruction. However, 
when information must be transmitted before a regular 
change or revision to the basic document can be published, 
a notice, preferably carrying a cancellation date of 6 
months or less, may be issued. The notice may not (A 
remain in effect for longer than one year. Final manual 
changes should be made as soon as practicable, in any 
event. 

e. Lowercase vs. Capitalization. The GPO Style {A 
Manual does not support capitalizing the words "instruct- 
ion," "notice," "change transmittal," "supplement," and 
"directive/* when used in the body of a communication 

to indicate a directive. These words shall be capitalized 
when used as part . of the identification of a specific 
directive; e.g., SECNAV Instruction 52I5,1C. However^ 
review authorities should not have directives or corre- 
spondence retyped merely to change consistent capital- 
ization in' these instances, unless directed by the issuing 
authority. 

f. Consolidated List of Canceled Directives. When (A 
several directives having relatively wide distribution lists 

are to be canceled, the issuance of a consolidated list of 
cancellations as a notice is preferable to the issuance of 
individual cancellation notices. When this procedure is 
used, the list shall include, for each canceled directive^ 
the foUowing information: 

(1) Complete identification; i.e., the issuing (A 
authority's abbreviation, the subject number, and, if any, 

the consecutive and serial numbers. 

(2) Date of issue. (A 

(3) Subject or title, form number and date, and (A 
symbol of any report which was required but is not 
being continued by a revised directive or other appropri- 
ate document. 

(4) Distribution (as shown on the directive being (A 
canceled or the latest change thereto, except that the titles 

and short titles used to identify codes should be omitted). 

(5) Reason for cancellation. 

3. RESPONSIBILITIES. Each organizational compo- 
nent of the Department of the Navy indicated below is 
responsible for performing the functions listed, through 
appropriate conunand channels. 

a. Chief of Naval Operations (R 

(1) Manages the directives issuance system from 
an overall standpoint, and provides for needed improve- 
ments and changes in the system. 
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(2) Provides guidance and technical assistance to 
Department of the Navy components in developing, 
installing, operating, and improving the system. 

(3) Coordinates with headquarters organizations, 
recommendations for changes in policies, standards, and 
procedures. 

b. Issuing Authority 

(1) . Ensures compliance with this instruction, and 
promulgates any internal procedures necessary for install- 
ing and administering the system. 

(2) Ensures that directives are issued to ade- 
quately document programs, functions, organization, 
policies, and procedures for which he is responsible, and 
that there are no policy or procedural gaps or overlaps. 
In addition, ensures that they conform to pertinent 
Department of the Navy policies and. regulations, and to 
statutory and other requirements. (On change of 
command, the chief official should not issue a directive 
stating that previous directives remain in effect. A change 
of command does not affect previously issued directives.) 

(3) Establishes controls, checkpoints, or pro- 
cedures necessary to ensure the adequacy of directives 
issued, and compliance with those directives. 

(4) Conducts at least an annual review, and 
other reviews as needed, to ensure: (a) that the system*s 
requirements and standards are being met; and (b) that 
all effective directives which the organization has issued 
or prepared are reviewed with a view toward canceling, 
updating, revising, or consolidating, as appropriate. The 
recommended schedule is to review instructions on their 
respective anniversary dates, thus spreading the workload 
over the year. 

(5) Provides training, as needed, for personnel 
drafting and reviewing directives, and for clencal, typing, 
and other personnel preparing and maintaining them. 

(6) Ensures that applicable directives which are 
not covered by allowancelists are automatically furnished 
a newly established activity or an activity moved from 
one command chain to another. 

c. Directives Control Point (or similar designated 
unit) 

(1) Evaluates the system *s operations within the 
individual organization on a continuing basis, and ana- 
lyzes directives, making recommendations for improve- 
ments when appropriate. 



(2) Reviews each directive prior to signature, for 
compliance with directives standards, including prepa- 
ration for proper signature, clearances, format, identifi- 
cation, security requirements, editorial standards, subject 
numbers, and references; and ascertains currency, need, 
completeness, and pdssible overlap of or conflict with 
other directives. Assigns consecutive numbers to new 
instructions after signature, and ensures dating prior to 
final issuance. 

(3) Reviews the proposed distribution of each 
directive, to ascertain that it is selectively appropriate 
and accurate, to avoid overdistribution or underdistri- 
bution. Arranges for reproduction, distribution, and 
stocking of directives so as to ensure efficient initial and 
reserve stocks. 

(4) Maintains, in standard three-ring or post 
binders, or automated equipment with equivalent search 
capabilities, master up-to-date sets of incoming and out- 
going directives (or locator cross-reference 'sheets when 
classified . or publication-type directives are filed else- 
where). Included shall be copies of message directives, 
filed in the same manner as other directives. Reviews 
checklists to ensure the currency of directives maintained 
by the organization, and obtains a complete set of all 
applicable directives upon activation or conrunissioning. 

(5) Issues annual numerical checklists, and 
quarterly additions and deletions, and annual alphabetical 
subject indexes, as necessary, of all currently effective 
instructions the organization has issued. (The Navy 
Publications and Printing Service (NPPS) provides this 
service to Washington headquarters organizations, except 
the Headquarters, Marine Corps.) 

(6) Prepares for issuance, if practicable, a con- 
version table, showing the old and new identifications of 
directives when the official name of an activity is 
changed, or when activities are consolidated or split. 

(7) Routes to the originator, for initiation of 
revision, extension, or cancellation, each instruction 
originated within the organization which is within six 
months of its cancellation or revision requirement date. 

d. Issuing Authority in the Washington Head- 
quarters Organizations (in addition to the responsibilities 
outlined above) 

(1) Ensures appropriate coordination and clear- 
ance of each directive originated. 

(2) . Submits for prior approval of the Chief of 
Naval (Operations proposed requests for recurring reports 



(A 
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from the Operating Forces of the Navy, and includes in 
the directive a positive indication that the request has 
been approved by the Chief of Naval Operations. 

(3) Furnishes (to the Navy Publications and 
Printing Service (NPPS)) signed directives addressed to all 
ships and stations, so that distribution may be made via 
the weekly transmittal. 

(4) Includes NPPS (FKA1F-0721/CL) on the 
distribution of all extemaUy issued unclassified (2 copies) 
and confidential (1 copy) instructions, and notices (2 
copies) which cancel extemal instructions. The Head- 
quarters, Marine Corps is exempt from this requirement. 

(5) Furnishes to NPPS pertinent information 
(number, date, distribution, etc.) regarding each secret 
instruction. The Headquarters, Marine Corps is exempt 
from this requirement. 

e. Commandant of the Marine Corps 

(1) Furnishes to directives control points or 
Washington headquarters issuing authorities necessary 
bulk mailing and distribution information, or mailing 
labels, and total copy requirements for distribution of 
individual Navy directives addressed to Marine Corps 
field activities. 



(2) With respect to directives addressed to all 
ships and stations, furnishes to the Navy Publications and 
Printing Service mailing labels for consolidated weekly 
distribution to Marine Corps distribution lists and/or 
codes. 

f. Navy Publications and Printing Service (NPPS) 

(1) Compiles and distributes: (a) consolidated 
annual numerical checklists and alphabetical subject 
indexes of currently effective instructions distributed 
outside the issuing Washington headquarters organiza- 
tions; and (b) quarterly additions and deletions, or 
other periodic issuances as required. These shall be based 
on information and documents furnished by the Washing- 
ton headquarters organizations (see subparagraph d(4) 
above). 

(2) Makes initial distribution of directives to be 
distributed by a consolidated weekly transmittal to all 
ships and stations, as requested by the issuing 
Washington headquarters organizations, and in accord- 
ance with current regulations. 

(3) Includes in the weekly consolidated trans- 
mittal sheet a list of all unclassified extemal instructions 
received from Washington headquarters organizations 
during the period covered. 
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PART II 



PREPARATION AND MAINTENANCE OF IHRECITVES 



1. PREPARATION OF DIRECTIVES. The elements of a 
directive^ both as to content and fonnat, generally in the 
ottier that they appear in a directive, are contained in table 

1, Preparation of Letter-Type Directives, and table 2, 
^paratioo of Special Type Dtrectxves, Unless otherwise 
indicated, each piocedure applies to instructions and 

R) noticei. Unless spedficaOy modified by directives issuance 
system requirements, the provisions of the Department of 
the Navy Correspondence Manual apply to directives, as 
weO. While the formats of directives are intended to follow 
those of the nanral letter as closely as practicable, the tables 
have been prepared in sufficient detail to minimize 
reference to the concspondence manual. 

a. Preparation of Letter-Type Directives. Table 1 
contains the standzird requirements for the preparation, 
identification, promulgation, and distribution of directives 
issued in the directives issuance system. 

b. Reparation of Special-Type Directives. Table 2 
contains the standard requirements for promulgating 
message, publication, and joint intra-Navy and interservice 
directives. 

2. STOCKING AND REQUISITIONING 

R) a. ReqnisitioniQg Directives. Users may requisition 

any needed additional copies of directives, excluding 
notices, from the 5tockpoint(s) shown on each directive. 
Washington headquarters organizations normally stock 
external directives, exchiding notices, at the Supply and 
Fiscal Department (514.32), Naval Station. Washington, 
D.C. 20390. NAVSUP form 1205, Departmental Directives 
Requisition, if available, should be used when requisition- 
ing copies of directives stocked at the above location. 
Copies of the form are available from the Naval Supply 
Centers at Norfolk and Oakland. The stock number for 
NAVSUP form 1205 is 0108-503-7702. 

R) b. lasoing and Ordering Prescribed Forms. Issuing 

authorities shall ensure that forms and other materials 
prescribed for use by a directive are readily available to 
users ^en and where required, and shall include adequate 
ordering and stocking information in the prescribing 
directives. If addressees are required to furnish information 
prior to the availability of forms, the directives shall 
provide adequate intcrini instructions. 



3. MAINTENANCE AND DISPOSAL 



Each inuing authority AaH 
maintain official directives case files for the directives be 
issues. The files shall be aimtfed numericiUy by the 
standard subject identification numben aarigned the 
directives, and filed aa a separate aeries, apart from other 
files. Each case folder shall inchide: 

(1) The official giecn copy (or other deajcnated 
official copy) of the basic directive, containing deannce (R 
initiab or names, and the origiul or copy containing the 
actual signature or other autbcnticatioiL 

(2) The official gieen copy and/or aignatuic copy 
(or other designated officiai copy) of any chanfe, canoeUf- 
tion, cross-reference sheet, or revision of the bsaic 
directive. 

(3) Any reproduced (distribution) copy of the 
basic directive, and of any diange, cancellation, croas- 
reference sheet, or revision of the basic directive. Ships and (A 
small activities may dispense with this requirement, if 
approved by local authority. 

(4) Supporting and other pertinent documents, 
including those containing concurrences, nonconcunencea, 
approvah, and significant comments. 



b. Filing 



(1) Fiiing Instructions, Instructions normally 
should be filed according to (1) subject identification (R 
number; (2) consecutive number; and (3) issuing authority. 
Checklists of directives issued by Washington headquarters 
organizations shall be organized in this manner. If local 
conditions require, however, another sequence may be 
followed such as by issuing authority, or by a combination 

of subject identification number and issuing authority, or 
by security classifications. Alphabetic prefixes (**C** and (R 
*'S", indicating security classification) to the subject 
designation should be disregarded in determining the 
numerical filing sequence. 

(2) Fihng Notices. Notices ordinarily need not be 
filed in the master file, because of their brief duration. If it 
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is necessMiy to interfile them with instructions tempo- 
rarily, the notices should be tabbed so that each may be 
easily and promptly removed as soon as its cancellation 
date is reached. Copies may be filed in separate suspense 
binders when necessary. 

(3) Filing Cross-Reference Sheets. These shall be 
interfiled with instructions. Locator sheets are inserted in 
normal sequence, in lieu of the instructions they reference. 
A subject cross-reference sheet is placed in front of those 
instructions which cany the same sut)ject identification 
number. 

(4) Filing Directives in General Correspondence 
Files. When copies of directives are needed to complete 
records, or to support or further document specific 
actions, they may be filed in the activity *s general subject 
files, pertinent case files (such as contract case files), or 
other appropriate correspondence files. 

c. Entering Changes. Proper notations, such as 
**CH-1," etc., are entered in the upper right margin of the 
first page of each directive changed (or on the record- 
of-changes sheet for a publication-type instruction), to 
indicate changes received and incorporated. 

A) d. Required Cancellation or Revision. Seven years 

from the date of issuance, an instruction that has not been 



revised (as contrasted with changed) in the interim requires 
cancellation or revision. One-year extensions of the re- 
quired cancellation or revision date, as necessary, may be 
authorized by appropriate authority, as indicated below: 

(1) The first such extension may be approved by 
issuing authority. 

(2) Second extension, except for SECNAV and 
OPNAV instructions, must have approval of next higher 
echelon. It is envisioned that no more than two ex- 
tensions will become necessary. Those directives which 
are or will be seven years old within ninety days of the 
date of this change are given a six-month grace period 
for the issuing authority to take positive action. Joint 
interservice instructions and publication-type directives 
are excluded from the seven-year cancellation or revision 
requirement date. In spite of the age of a directive, 
addressees shall not consider it as cancelled unless and 
until they have received the appropriate positive notifica- 
tion of such. 

e. Disposing of Directives. Official case files of 
directives, as described in 3a, shall be retained or 
disposed of as authorized in paragraph 521S(l)(a) of 
SECNAVINST 5212.5B, Disposal of Navy and Marine 
Corps Records. 
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TABLE 1 - PREPARATION OF LETTER-TYPE DIRECTIVES 



ITEM 



INSTRUCTION 



NOTICE 



1. STATIONERY AND PRINTINC 



a. Prepvatlon 



b. Reproduction 



c. Cohimiiar Pormit 



The first page of a letter-type directive is prepared on the letterhead or a similar (modified, as needed) 
heading of the issuing authority, and the continuation sheets on plain bond paper. 

Directives shall be reproduced, generally on both sides of the sheet, head-to-head on 8'* x 10-1/2" paper, 
with 5/16" holes punched or drilled 4-1/4" center-to^cnter, for looseleaf filing in standard 3-nng/post 
binden. One-hundred-pound offset book paper stock, or equivalent quality, is recommended. Publication- 
type directives usually ore trimmed. If trimmed on three sides, a typical page size is 7-7/8** x 10-1/4**, ]f 
trimmed on four sides, a page is 7-3/4** x 10-1/4'*. 

The standard single-column format used for naval letters normally shall be used, but a twoK:olumn format, 
such as is used in parts I and H of this instruction, may be used when it will not significantly increase 
printing costs. 



2. MARGINS 



Where the directive is to be reproduced directly from standard typing, the same margins as for a naval 
tetter apply. If, however, the text is to be set by any other means, and perhaps photographically reduced 
in size, the top. bottom, and outside margins, including headings, page numbers, etc., should be from 1/2** 
to 3/4** before trimming, and the inside margin from 1** to 1-1/4'* before trimmirtg. The page number is 
usually centered at the bottom of the page on the third line below the last line of a full page of the text. 
When the page of text is not a full page, the page number remains in the same position (on the fourth line 
from the bottom of the page). 



3. SECURITY CLASSIFICATION 



a. ClMsifying Dirvctivw 



(I) First Fage 

<2) Continuation Pages 

b. Downpvdbig and Dcdanificitlon 
Information 



c. Change TruMmittab to 
Clurified Dircctivea 



Directives containing security classified information shall be appropriately classified and marked, as 
prescribed by OPNAVINSt 5510.1C, Department of the Navy Security Manual for ClassiOed Information, 
and as follows: 

Typed in capitals twice and marked twice. 

Typed in capitals and marked at the top and bottom of the page, all ending flush with the outside margin. 

Qassi/ied directives shall carry automatic time-phased downgrading or declassirication information, in 
accordance with provisions of OPNAVINST 55<X).40B, Automatic, Time-Phased Downgrading and 
DeclassificatJon System. Proper markings shall t>e shown in a prominent place on each separate part 
(directive and enclosure), with the special notation that applies to its contents. 

A change transmittal to a classified directive shall be classified or unclassified according to its own 
content, regardless of the classification of the basic directive. 



4. CANCELLATION DATE 




The cancellation date of each notice shall be 
indicated in the upper right margin of the first 
page, on the second line above the identification 
symbols or the "In reply refer to" caption, as 
follows: 

a. If the cancellation date is for record 
purposes, with a contingent provision, the abbre- 
viations "Cane frp:", with the abbreviation of the 
month (normally the last day), and the last two 
digits of the year of the record purposes cancella- 
tion. Example: **Canc frp: Jan 70". In such cases, 
the cancellation paragraph (last paragraph of the (R 
notice) is included, in order to specify the 
contingency. This paragraph shall be headed, 
^'cancellation contingency" and in such cases, the 
contingency is stated and the "cane frp:" date is 
not repeated. 

b. If the notice is canceled on. a given date, 
with no contingency, the canceilation date is 
shown as above, prefixed only by the abbre- 
viation *t:anc;*\ Example: "Cane: Jan 70". In 
such cases, there is no cancellation paragraph. 
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TABLE 1 - PREPARATION OF LETTER-TYPE DIRECTIVES (CON.) 



ITEM 



INSTRUCTION 



NOTICE 



5. IDENTIFICATION SYMBOLS 



a. FhBtP»fe 



b. CoDtiBaatton Pvfes 
(1) Ideniification Symbols 



(2) Outline Subheading 



c. 



(I) One-Plage Change 



(2) Revised First Ptige 



d. Hfn Printed 
HorixontaDx 



Located at the top nght comer, beginning on the line below the last line of the letterhead, arc: (t) Tbe 
designation abbreviation; i.e., the abbreviation of. the issuing authority, as used in the designation line, 
followed without a space by the abbreviation, "INST" or *'NOTH*\ as appropriate, and followed, after a 
space, by the alphabetic prefu (for security classincation). when applicable; by the subject identification 
number, including consecutive number (for instructions), and alphabetic su/Ttx (for revision indication) 
(Note: If the directive designation abbreviation overlaps the last line of the lettertiead, it Aould either be 
typed on the second line below the last line of the letterhead, or divided into two lines, broken after 
**INST** or "NOTE**); (2) drafter's code or other identification, if employed locaUy (oipnating (diaftiRc) 
authority identification must be shown on all SECNAV directives); and (3) date of signatuie. Instnictions 
and notices air distinguished also by the presence or absence of consecuthre numbers. Serial number* are 
required on classified directives, located on the line above the date. On a change tnnsmxtta] or 
supplement, the abbreviation. '*CH** or "SUP", as appropriate, and a consecutive change or supplement 
number, are added to the designation abbreviation line; e.g.. "SECNAVINST 27<X).2 CH-l**. 

The same identification symbols used on the fvst page are located at the top outside maryui, except that 
the originator's (drafter's) identification is omitted. 

The full outline subheading may be shown on the third and succeeding pages if the main paragraph 
(usually numbered with an Arabic numeral) begins more than one page before. The indication may be 
combined wth the first subhead on the page; or, it may be at the top of any such page (e.g., (12c(3Kb), 
con.)), after which the text begins on the second line below. 



, the change 
Examplb: 



When a change is being made .to only one page (one side of a sheet) in issuing a page 
transmittal number and its date are shown only on the side whidi contains the 
•*SECNAVINST 5000.25 CH-1 
26 Jan 1970" 

The unchanged side retains the same identification as when previously inued. 

When a revised ftrst page of a directive is issued as a page replacement, the date of the cfaanSP, e.g., **CH-I 
of 26 Jan I970*\ shall be shown in the upper right corner of the page» two spaces at>ofc the identification 
symbols of the basic directive. Example: **CH-1 of 26 Jan 1970 

SECNAVINST 5000,26 

Op^B 

21 April 1969" 

Usually, identification symbols are placed in the same position that they would occupy if the p^ct were 
printed vertically. If this presents layout problems or problems of anangBment, the identificatioa symbols 
may be placed parallel to the text, at the top right margin. 



6. DESIGNATION 



Authority 



b. Type oTDinctive 

c. DeiiDiaCion 



R) ( I ) Indication of Classifleation 



Each directive shall be identified as follows on the designation line: 

The. first segment of the directive designation is the authorized or generally accepted abbreviation for the 
iMuing authority; e.g.. directives issued by the Secretary of the Navy are identified as '^SECNAV*' 
directives. The abbreviated locabon of the issuing authority shaU be included in the designation line when 
there are more than the one activity of the type invoWed. ExamptcK "PWC PEARL"; **NSC OAK**; 'TIAS 
JAX". 

**INSTRUCnON** or "NOTICE;* as appropriate, follows the abbreviatioa of the isniing authority. 

The degree of security classification is indicated alphabetically on each confidential or seovt directive, by 
prefixing the specified letter to the subject number; i.e., **C** for confidential and "S** foraeciet. (Top 
secret material is excluded from issuance in the directives system.) (Note: Do not issue a change to a 
directive merely to convert the former symbols (zeros) to these letter symbols.) However, references to 
directives which bear Jie zero(es) prefix(es) should use the **C" and "S". although the directives^ or any 
thereof, have not been changed." 
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TABLE 1 - PREPARATION OF LETTER-TYPE DIRECTIVES (CON.) 



ITEM 



INSTRUCTION 



NOTICE 



(2) Subject or Code Number 



(a) Source 



(b) Guidelines 



J. Purpose of the Directive 



2. Reiated Directives 



3. Equaily Applicable 



(3) Consecutive Numbers 



(a) General 



(b) Identifying Revisions 



(c) Combining Instructions 



(d) Identifying Change 
Transmittals 



Each instruction and notice issued shall be assigned a standard subject identincation code number from 
SBCNAVINST S210.11A, Department of the Navy Standard Subject Identification Ccxles. 

The subject identification code should reflect the most important subject covered in the directive. The 
following are some guidelines for determining the appropriate subject identification code to be assigned: 

Consider the purpose and general significance of the directive, rather than the functional responsibiUties of 
the issuing authority. 

Select the subject number that will best keep together the related directives on a given subject. Preferably, 
select the one designating the most specific or concrete subject matter (i.e., a definite '^thing," such as 
pumps, freight, water supply, or tools). However, select the one designating the general or an abstract 
subject (i.e., a process or action, such as procurement, transportation, maintenance, or inventory control) 
when the directive relates only to such a function, or when the action covers more than one concrete or 
specific action subject. 

When two or more subject numbers appear equally applicable; select the number within the m^jor subject 
^oup that relates to the purpose of the directive. 



A consecutive number, preceded by a period, is 
added to the subject identification number of an 
instruction by the directives control point or other 
designated unit. It is not assigned to a notice or 
subject crossTcfwence sheet. The issuirtg authority 
assigns the number in numerical sequence to each 
instruction he issues under the same subject 
identification number, regardless of the security 
classification of the individual instruction. Consec- 
utive numbers assigned to instructions which later 
are canceled, are not reused. 

A revised instruction shall retain the same subject 

identification number and the same consecutive 

number as the instruction it supersedes, with the 

addition of a suffix capital letter (the first revi* 

sion "A'\ the second "B", etc.) immediately 

following the consecutive number. The alphat>etic (A 

suffixes **I" for the ninth revision and "O" for the 

fifteenth revision will not ,be. used. (Since the 

cancellation paragraph specifies the directive being 

canceled or superseded, it will be apparent to 

recipients that, in these cases, the "I" or "0" was 

not used.) 

An instruction that combines and supersedes two 
or more previous instructions bearing the same 
subject number should be assigned the consecutne 
number of the canceled directive relating most 
closely to the new one, or that having the lowest 
consecutive number. An alphabetical suffix desig* 
nation is assigned, to indicate revision. 

Each change transmittal is identified in the designation Uxie of the transmittal by the same number as the (R 
directive it changes (and, in the case of notices, the date), plus an assigned change transmittal number 
added to the identification; e.g., "SECNAV INSTRUCTION 52I5.i CHANGE TRANSMITTAL 1" or 
"OPNAV NOTICE 50(X) OF 2 DEC 1969 CHANGE TRANSMITTAL I." If two lines are required for the 
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TABLE 1 - PREPARATiON OF LETTER-TYPE DIRECTIVES (CON.) 



ITEM 


INSTRUCTIOW 


NOTICE 


R) 


Ul Idtntifyins Change 
Ttansmittals (Continued) 


designation, the designation line is broken on a change transmittal to a notice after the date, and on a 
change transmittal to an instruction after the instruction number, and underscored only once, under the 
second line of the designation, with the underscore extended the length of the longer of the two lines. 
Examples: 


A) 


• 


COMALASKANSEAFRON NOTICi: IlOOO OF 2 DEC 1969 
CHANGE TRANSMITTAL t 


A) 




COMSEVENTEEN INSTRUCTION 10000.123 
CHANGE TRANSMITTAL 2 


R) 




A separate series of consecutive numbers shall be assigned to the changes, to each indivtduJail directive, 
regardless of whether the basic directive or an enclosure is changed. When the first page of a directive is 
revised and a page replacement issued, the designation line of the new page is the same as that of the page 
being replaced. 




(e) Identi/ytng 
Supplements 


A supplement is assigned the same number as the instruction it modifies, plus the abbreviation "SUP** and 
. a consecutive Arabic number. Example; "SECNAVINST 6320.8CSUP-r'. 


A)> 


7. "FROM" LINE 


The title of the issuing authority is shown on the "from" line. In joint directives, titles are typed in list 
form. The "from" line may be omitted on directives where the full title of the issuing authority is 
otherwise self-evident, being contained in the letterhead. 


R) 


8. 'TO" LINE 


Addressees shall be shown on the "to" line by individual titles, collective titles, or descriptive titles. If 
none of these titles is appropriate and a. distribution list is used, the words "distribution list" shall not be 
shown in the "to" line. In this event, the "to" line shall be omitted, and the addressees shall be identifiiMl 
under the "distribution" line following the signature. When collective or descripthre titles are used tn the 
"to" line, and also when it is necessary to indicate the number of copies to be distributed, the addressees 
■ shall be additionally identified under the "distribution" line. When newly established commands are 
covered by a descriptive title in the "to" line, it should be understood that they arc automatically covered, 
even though they could not be specifically included under the "distribution" line. The "to" line may be 
omitted also on internal directives where addressees are otherwise self-evident 




9. SUBJECT 


. 




i. General 


' The same procedure used for a naval letter is followed. 


R) 


b, Qvtiifled Dliectives 


Regardless of the overall classification of a directive, the drafter shall assign to it a subject which is 
unclassj/ied or of a lower classification, whenever consistent with security and clarity. In all classified 
directives, ho^ ^ver. the initial letter of the classification assigned to the subject standing alone, or of 
"unclassified shall be indicated in parentheses immediately following the subject: "(U)", "(C)", or 
"(S)". 




G. Change Tnnsmittals 


Only the subject of the basic directive being changed and any letter necessary to specify the security 
designation of the subject shall be shown on the subject line. 




10. REFERENCE LINE(S) 


■x ' 




a. General 


Documents which will significantly facilitate the understanding of a directive, and are in the hands of 
addressees, shall be listed in the reference line(s>. When it becomes desirable to reference a document not 
addressed to all who are to receive the directive being prepared, the abbreviation "NOTAL" shall be 
ahO¥m in parentheses. 


A) 


# 
^ 


Listing as a reference a directive that is being canceled or previously has been canceled should be avoided. 
This may be done, however, if it is necessary to discuss such a document in the text, and if such listing will 
facilitate that discussion. When listed, the reference shall be concluded with "(canceled hereby)" or 
"(canceled (date of cancellation))," as applicable. So listing the directive being canceled does not satisfy 
the requirement for a cancellation paragraph. Directives which have been canceled are no longer stocked 
for distribution, and copies thereof should not be requested. 
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TABLE 1 - PREPARATION OF LETTERTYPE DIRECTIVES (CON.) 



ITEM 



INSTRUCTION 



NOTICI 



b. Dfncthrci From 
Higbv Authority 

c. atins Dirccthci 

(I) Instructions 



(■) Revised instruction 



(b) Status of Instruction 



(c) Specific Provision 



(d) Superfluous Wording 
(2) Notices 



When an issuing authority determines that it is necessa.'y to implement further a directive from hishcr (R 
authority, he should, wherever practicable, use the basic directive only as a reference, provided the baik 
directive was distributed to the addressees of his directive. 

When a directive is referenced' in another document, information should. be adequate to ensure accurate 
identification. 

For an instruction, the citation shall include the identification of the issuing authority, the abbreviation 
"INST," the subject identification number, and the consecutive number. For example: "SECNAVINST 
5215. IC." The date is not required unless it will be useful to the reader The subject should be Indicated (R 
when it. is substantially different from the directive at hand, and is not dearly indicated in the text. Citing 
the subject is not required when it is the same u the referencing document. 

If a revised instruction is being referenced, the latest suffu letter should be shown (e.g., "SECNAVINST 
521S.1C"). 

Regardless of how an instruction is cited, it is the responsibility of the user to ascertain the present status 
of an instriiction under the system; The citing of the latest revision of an instruction in the referencing 
document at the time of its publication docs not ensure its continued currency . 



When a directive cites an instruction and the referenced instruction is superseded by a revision, the original 
citation automatically becomes applicable to the revision, to the extent applicable within the contents of 
the revision, unless there is a specific provision to the contrary. (The citation of a directive does not 
become obsolete merely because a revision has been issued, and no change to a citing dirccthre will be 
issued merely to update such a reference.) 



(A 



Terms such as "current edition," "latest edition,* 
and therefore should not be used. 



and "series" have no foundation in k^, are redundant, (A 



A notice citation shall include the identification of the issuing authority, the abbreviation "NOTE," the 
subject identification number, and, since notices do not carry consecutive numbers^ the date. The subject 
should be indicated when it is substantially different from the directive at hand* and is not dearly 
indicated in the text. Citing the subject is not required when it is the same as the referencing document. 



(A 



II. ENCLOSUR£(S) 



Uncd) 



b. Identincatlon 



Exccptiom 



Typed two lines l>elow the preceding line of typing, beginning at the left margin, each enclosure notation 
bei(inning on a new tine. Numbered (1). (2), (3), etc., and described. Note: When a brief sheet is attached (A 
to a directive whose contents are being briefed, the endosure line shall clearly indicate its separate identity 
by some such wording as: "Brief Sheet (Detach; post on bulletin board, as indicated; then destroy)." 

The abbreviated directive identification symbol and the date of the directive that u associated with the 
enclosure are placed at the top outside margin of the enclosure, in the same manner as on the continuation 
sheets of the directive. The word "endosure" and its number (e.g., "Endosure (1).") are placed at the 
bottom outside margin of each page. When the text runs horizontally on the page, the endosure (A 
identification may be made to run parallel to the text, and if so, will be placed in the lower right margin. 
When a preprinted or other multiple-page document is an endosure to a diiectrve. only the cover or the 
fffst page need be so labeled. 

When it is known that an enclosure will or may be used again as an original or endosure to a future (A 
document, and marking it as an enclosure thus would deface it for such future use, the endoeure 
designation and other identification (directive number and date) may be omitted. 

The enclosure designation may be omitted from such documents as machine runs, where affixing it would (A 
be impractical. 

When directive/ enclosure identifications are not affued to the enclosure itself, a cover page with proper (A 
identifications should be attached to each enclosure, if practical. 

Although directions for removing obsolete or superseded pages, and for inserting pages, are included in a 
change transmittal, the pages are not labeled as enclosures to the transmittal. 



13 



Case 1 :06-cv-00856-RBW Document 27-3 Filed 04/20/2007 Page 23 of 43 



SECNAVTNST5215.1C 

J4 April 1970 



TABLE 1 - PREPARATION OF LETTER-TYPE DIRECTIVES (COh.« 



ITEM 



INSTRUCTION 



NOTICff 



G. RdHttini OirectivM 



When an usuing tuthority determines thit it is necesairy to reisue t directive from hither authority, he 
may use the basic directive as an enclosure when the pertinent parts of the basic directive are technicai ainl 
difficult to resute, or too lengthy to quote, and were not distributed to addressees of the new directive, in 
such cases, portions of the enclosure normally should not be quoted or repeated in the ooveriitf directive. 



12. TEXT 



a. Ptf*r>ph Tittea 



A) 



b. Parafraph Sequence 
(1) ' Purpose fiantrapH 



A) 



A) 



A) 



(2) fbngrapfi Canceling 
Other Directives, Reports, 
and Forms 



R) 



(3) Heportfs) and/or 
Form(s^ PorQgraph 



R) (a) Special Requirements 
for Farms 



A) 
A) 



i 



Paragraphs shall be numbered and lettered as indicated in exhibits 1 through 4. Underlined titles, with the 
initial letters of the fu^t and main words capitalized, shall be used for all m^or paragraphs; they may be 
used for subparagraphs. The heading is followed by a period if the text follows immediately. If the 
heading stands atone, normally followed by a blank line, the period is omitted. 

Paragraph sequence is as appropriate, except as follows: 

The fint paragraph shall state the purpose of the directive, including, when appropriate* the general 
applicability and nature of the action required. A complete sentence is not required. The first portion of 
the purpose paragraph of i revised instruction states the purpose of the aeries, and not of the particttlar 
revision. (See paragraph 12c(3Ka) for indicating the purpose of a particular revision.) Wherever the purpoae 
is clearly evident in a brief subject line, and the directive, less the distribution list, is no more than 
approximately one page long, the purpose paragraph may be omitted. 



The second paragraph shall contain the statement(s) of cancellation, or tupenesskm, when the directive 
cancels another directive(s) or other document(s). If the purpose paragraph is omitted in a short directive 
(I2b(l), above), the first paragraph should include these cancellation statements. A complete sentence to 
not required. 

When a directive cancels another directive or document which requires a report or form, the report symbol 
of the canceled report and the form number of the canceled form will be indicated In the canoellatlon 
paragraph. 

If the sole purpose of a notice is to cancel another 
document(s), the cancellation statement may be 
made in the purpoae parM^aph. 

An instruction is canceled by another instruction or a notice. 

Each subject cross-reference sheet issued for a directive shall be canceled spedncally by the same 
document by which the dii«ctive is canceled. Directives shall be cancded as soon as they Yam. served their 
purpose. 

When a directive requires a report or the use of a form, even though the requirement may appear 
elsewhere in the text, the report symbol, form number, and title of the report or form shall be identified 
in the last paragraph of the instruction or notice, unless the notice has a cancellation parasraph, in whkh 
case the information is placed in the next-tO'last paragraph. 

When forms are prescribed, this paragraph shall state when and where the forms may be ol>tatned* and 
how information should be submitted if submission is required prior to availability of forms^ Issuing 
authorities are encouraged to provide a fUledMn sample form to illustrate the action required, if the form is 
complex or if such will be helpful to the uaer. When a fUled-tn form is provided it shall be identified as a 
"Sample." 

When a form is not readily available to addressees, and if teeing the blank form is desirable, a copy may be 
furnished with the directive. The word "Sample*' is not requimJ on blank forms. 

An originator of a directive requiring the use of a form will furnish that form to the addressees. When the 
users of the form will require greater quantities than initially distributed (i.e., u an enclofure to the 
directive), the originator will determine the need for. sponsor, and ensure the timely availability of the 
form through normal supply channels. Originators requiring activities to use such forms shall not require 
activities to regularly produce them locally at their own expense. 



14 



Case 1 :06-cv-00856-RBW Document 27-3 Filed 04/20/2007 Page 24 of 43 



SECNAVINST5215.1C 
14 April 1970 



TABLE 1 - PREPARATION OF LETTER-TYPE DIRECTIVES (CON.) 



ITEM 



INSTRUCTION 



NOTICE 



(b) Due Dates 



(4) Self-Canceling (Expiration) 
Provisions 

(a) Change Transmittals 



(b) Notices 



c. Special Provisions 

(1) Upgrading or Downgrading 
Change Transmittals 



(2) Reissuing Directives 



(3) Indicating Changes 

(a) Revised Directive or 
Change Transmittal 



When deadlines or due dates for the submission of reports or data are required, they shall be included in (R 
the same paragraph with the reporting requirement, unless included in a separate paragraph on submission 
dates. A reasonable length of time for directive processing, printing/and distribution, and for action 
addressees to review and comply with a directive, shall be allowed. 



(A 
(R 



(A 



The last paragraph of each change transmittal shall state that the transmittal is canceled after appropriate 
action has been taken, but no specific cancellation date is given. A complete sentence is not required. 

If the exact length of time the notice needs to 
remain in effect cannot be determined at the time 
of issuance (e.g., cancellation is contingent on 
completion of specified actions, or on 
incorporation of the information into another 
document), the cancellation date is "for record 
purposes." When such is the case, the cancellation 
date for record purposes is shown in the upper 
right corner of the first page, and the contingent 
provision in the last paragraph of the notice. A 
complete sentence is not required. Cancellation of 
a notice for record purposes shall not serve to 
relieve an addressee of a responsibility assigned 
therein because he was unable to meet the 
anticipated earlier due date (e.g., the submission 
of a one-time report). It does, however, terminate 
an assignment, the continuation of which is 
contingent upon additional promulgation by the 
issuing authority, until such action has been taken 
(e.g., reissuance in an instruction or appropriate 
manual). If there is no condition to the cancel- 
lation provision, there is no cancellation 
paragraph. The cancellation date is always the last 
day of a month, except when such date would 
create an administrative problem. 



When a change transmittal contains or transmits information of a higher classification than that of the (R 
basic directive, it shall include specific instructions for upgrading the basic directive, including prefixing 
the appropriate letter (**C* for confidential and "S" for secret) to the subject identification number. When 
a change transmittal to a ciassified directive is unclassified or is given a lower classification than the 
directive it modifies, it is marked unclassified or given a lower classification, based on the nature of its 
own contents. 

A subordinate command shall not reissue a directive, as contrasted with further distributing the original (R 
directive, except when additional or significant information is required (e.g., when it is necessary to 
delegate responsibilities and issue internal instructions for accomplishing them, to select procedural 
methods to be used when alternative methods are permitted, or to interpret policy when interpretation is 
permissive). However, when it is determined by an issuing authority that it is necessary to reissue a 
directive from higher authority, the basic directive or pertinent portions thereof may be quoted in the text 
of the new directive or be included as an enclosure. 



Where practicable, provide in the "purpose" paragraph, a separate paragraph, or a subparagraph, a 
summary of the change(s) which made the revision or change transmittal necessary. Only major changes to 
policy, procedures, responsibility assignments, reporting requirements, and like matters of substance are to 
be summarized. Changes made to improve readability, update background information, and the like, 
wiiich do not affect the substance of the directive, need not be summarized, but should be marked in the 
text, as provided in the following subparagraph. 



(A 
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7 Jan 1971 



TABLE 1 - PREPARATION OF LETTER-TYPE DIRECTIVES (CON.) 



ITEM 



{\2c(3){b)) Markings on 
Revised Page 



INSTRUCTION 



Each revised page should be marked, as practicable, 



NOTICE 



:o indicate where substantive changes have been made, 



to obviate the necessity of the reader's making a detailed comparison with the previous version. A 
significant change of a word or short phrase may be indicated by an appropriate symbol in the outside 
page margin opposite the change. Where a paragraph or larger section has been revised extensively and the 
indication of .all individual changes is not feasible, or it is desired to indicate more accurately a, change 
which has been made, the symbol, or symbols in pairs or groups, suitably enclosed in parentheses or 
brackets, may be placed within the text (within a sentence, in lieu of a sentence or paragraph, etc.)- The 
symbol normally employed is an asterisk (*). Where it is desired to show the specific nature of the 
revision, however, capital letters may be used instead, as follows: "A" for "addition," "D" for "deletion," 
and "R" for "revision or change." When placed in the margin (right side on odd numbered pages and left 
side on even numbered pages of single-polumn format, and in the left or right margins where changes occur 
in two-column format), each such letter will be accompanied by an appropriate parenthesis or bracket. 
(Examples: ''A)"; "(R"; etc.) 



13. SIGNATURE 
a. Location 



R) b. Requirements 



14. DISTRIBUTION 



a. Selecting Addressees 



b. Selection Review 



c. Naval Shore Activities 



d. Marine Corps Field 
Activities 



(1) SECNAV Directives 



(2) Washington Headquarters 
Organizations 



The signature and related information (i,e., name, and title or "By direction," as authorized) begins at, or 
approximately at, the horizontal center of the page on directives issued by a single issuing authority. See 
table II for signature requirements on joint directives. 

Signature requirements are the same as those specified for naval correspondence in SECNAVINST 
5216. 5A, Department of the Navy Correspondence Manual,. except that directives addressed to all ships 
and stations or SNDL, parts I and 2 (both "action" and "information" copies) shall be signed by: the 
Secretary of the Navy or one of his civilian executive assistants; the chief official of a Department of the 
Navy Staff Office; any officer of three- or four-star rank assigned in a duty status to a Washington 
headquarters organization; or, provided , that he is of flag rank, the chief official of a Washington head- 
quarters organization or major OPNAV component, as authorized by the Chief of Naval Operations. When 
the signature page of a directive is revised, the changes made should include a new signature if the original 
signing official is no longer an appropriate signing official for the particular directive. 



Distribution shall be based on "need to act" and "need to know." The following should be considered: 

The purpose and subject content of the directive, and the distribution made of related directives or any 
document listed for. cancellation. 

The organizational aspects of the directive, such as the mission and functions covered, who performs or is 
concerned with the functions, and supervisory and command relationships involved. 

The drafter of a directive has the primary responsibility for determining to whom it is applicable, and for 
ensuring that the distribution list is accurate in all respects. 

Each issuing authority shall require a minimum of three reviews of the distribution list of each directive, 
prior to its being issued by him or on his behalf (i.e., by the writer of the directive, the directives control 
point, and the signing official or his immediate stafO^with positive, separate indications of the affirmative 
results of the first two of these reviews to be noted on the master file copy of the directive. In addition, 
continuing or frequent postaudits of distribution lists should be made by the management analysis staff 
or other designated unit, and appropriate remedial measures taken. 

When a directive is addressed to shore activities, special, consideration should be given to including in the 
"copy to" distribution, on the basis of interest or need to know, every senior official in the command 
lines involved. 

Directives proposed for distribution to Marine Corps field activities (less those pertaining only to Navy 
personnel) shall be coordinated with the Commandant of the Marine Corps (ABP), for advice as to Marine 
Corps applicability, and for distribution designation, as follows: 

The Commandant of the Marine Corps shall designate any distribution required, in addition to that 
included in the Standard Navy Distribution List (SNDL), parts 1 and 2. 

The Commandant of the Marine Corps shall advise as to Marine Corps applicability, and shall specify any 
distribution to be made to Marine Corps activities not having Navy personnel attached. The specific 
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SECNAVINST5215.1C 
14 April 1970 



TABLE 1 - PREPARATION OF LETTER-TYPE DIRECTIVES (CON.) 



ITfiM 



(2) Washintton Headquarters 
Orpmixations (Continued) 



p Uidng AddfBflMi 



f. DstcraliUm Nninbcr of 
Cpplei 

(1) Gtnerd Requirement 



(2) Estabpshed Requirements 



(3) Classified Directives 



.^ Dbtribati^g by Afamail 



f :Jr Need to Retain 



J 



Need to Know 



(0 Addressees 



(2) Replies to Requests for 
Deletion 

(3) Changes to Directives 



^. Chinges to AH Ships ind 
Statiom Distributions 



INSTRUCTION 



NOTICE 



Mahne Corps distribution Ust codeCs) shall be shown under the "distribution** line of each Washington 
headquarters organization directive addressed to Mahne Corps field activities (other thin those pertaining 
to Navy personnel). In addition to this spedHc designation, a statement regarding the extent or kind of 
implementation action required by Marine Corps activities should be included in the text when needed to 
daiify Marine Corps action. 

Supplementary distribution information (i.e., SNDL codes, special Ust codes, or number of copies to be (R 
distributed, when required), is shown under this caption. Codes are listed first in numerical and then in 
alphabetical sequence, except that SNDL A and B. when used, are listed first. SNDL codes precede 
non-SNDL codes. The titles, short titles, or other commonly accepted abbreviations may be added in 
parentheses after the code where it is particukrly signiflcant or desirable. In determining the desirability in 
adding the titles, short titles, or abbreviations, consideration should be given to whether their inchision 
will require the printing or collation of additional pages. Parts of titles or codes may be addressed when 
only certain activities of a collective or descripthre title of an SNDL code are to be addressed. Exclude 
those not requiring the directive, by using the word "less" or the limiting word "only." (Vertical listing of 
addressees or list codes is preferred. Vertical listing, ananged in more than one column, is permissible. 
However, paragraph listing should be used when it will obviate an additional page(s).) If there is more than (A 
one activity with the same title, so that the title alone is not distincthre. the mail address or sufHcient 
portion thereof is included with the title. Examples: NAS (the activity title), Dallas (the mailing address) ; 
NAS, Atlanta (the activity title; the mailing address. Marietta, is not needed, since the fuU activity title Is 
distinctive). 



Normally, the issuing authority shall furnish each addressee a miwimu n>K>fc two copies of each directive 
distributed: one for his master set and one for his action (or information) office. 

The number of copies to be distributed need not be shown when an established standard or special 
distribution list is used and it is not necessary to increase or decrease the established quantities. These lists 
(e.g.. all ships and stations lists) already indicate quantity requirements for each addressee. 

In order to lessen accountability and control workload, and the possibility of compromise and loss, the (A 
issuing authority shall distribute a minimum number of copies of confldential and secret directives. 

Whi - n i nfwtiiiiifiiin i n i ipb ^ h >, nr mhan t rlia.ntin . i m l i ii t i ■ ■ fi^ || j nf ffn|f fftf fTtriTTt i ng ftr rftmp l j^'**'* »"** i? ^ 

i hff timr all ew td lit llii i ili!.a. aijiuail sha j l be used fuj aJdr e siices lw:ateU at - a tiO i ralUemblt iliaUu i Le fiui ii Ui e ^ 

Each addressee of a directive is permitted to exercise his own judgment as to whether he needs to retain (A 
the directive in file, and administrative inspection lists shall take recognition of this discretion, provided 
that appropriate higher authority may publish lists of directives which must be held. Fleet commanders in 
chief are encouraged to institute "must hold" lists for their type commands. 

In order to assist issuing authorities in restricting distribution lists to those who "need to know," the (R 
following procedure is suggested: 

If a directive has a selected distribution list (is not addressed to all ships and stations), an addressee is (A 
encouraged to use OPNAV form 5210/41, Records (Paperwork) Management Improvement Recommenda- 
tion, or a handwritten or stamped endorsement on a copy of the directive being questioned, to suggest to 
the issuing authority'that he be deleted from future revisions and changes to that directive. 

No replies to requests for deletion from distribution lists are required, unless the deletion is questioned. (A 

(Huinges to directives shall not be issued solely to modify distribution lists. (A 

An addressee wishing to change his all ships and stations distribution requirement should submit a request (A 

for change to the Na vy ftibli ertii— sda P iiii lu i gS ii li m, €t^ * ^^ O f- ^ />*-V*Z^ QP^ntf^ 7V^/iX5 
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SECNAVINST5215.1C 
14 April 1970 



TABLE 1 - PREPARATION OF LETTER-TYPE DIRECTIVES (CON.) 



ITEM 



]<.lAjr Chaogei to AD Shipt and 
Statlom Dittribatioa (Continued) 



A) k. Shorter Dtatrlbution Lkti 



INSTRUCTION 



NOTICE 



The all ships and stations distribution is a special, faed-quantity distribution list oriented to the repetitive 
distribution of a single issuance by means of a weekly transmittal sheet. Accordingly, the quantity 
amounts cannot be altered to accommodate special requirements for certain items. XliLitfort, aiij/ le- 
qvifntntTtn i ii m hj liuiy Ji'i l l .luiunvj il n i lly r li anufn ll ni i iim i l iiliili' i MU' i r i " il f ■■' ! ' i, ' " ' ' v 



15. INFORMATION COPIES 



A. Ucntiacation 



b. Qointity 

R) c Diiectlvcs to the 
Opcntlm ForoBt 



A) d. implrmnntalton by 
Sabordiiiate Commanih 



R) 16. STOCKING INFORMATION 



R) 17. DRAFTER'S IDENTIFICATION 



It is not necessary, in most instances, to repeat the entire distribution list on, an unclassified change 
transmittal when the change is issued to a directive with a long distribution list. Instead, "same as basic 
directive" should i>e used following the word "Distribution" on the change transmittal. (One copy of the 
baiic directhfe should be furnished to the distribution activity, to accomplish mailing of the change, and 
two copies should be furnished to the directives control point, for (1) the master binder, and (2) the 
ofTicial case fde.) The issuing authority is responsible for ensuring that the distribution list fumishecl the 
distribution activity and the directives control point is current, in accordance with the Standard Navy 
Distribution List. 



Information addressees are shown under the "copy to'* line, generally by SNDL codes. If no codes have 
been established for addressees (e.g., non-naval activities, such as other Government agencies), speciflc title 
and, if necessary, complete address are shown. 

(Quantity requirements, if indicated, are typed in parentheses after the "copy to" line if the same quantity 
is sent each addressee, or after the list codes if different quantities are sent to addressees. 

The Chief of Naval Operations (09Bl ) shall be included as a "copy to** addressee on each directive 
prepared by Washington headquarters organizations and going to the operating forces, when he is not an 
action addressee. 

When it is- known thilt a directive will require further implementation by subordinate commands, 
proqwctjve addressees of the implementing directive should be included as "copy to** addressees, wherever 
this distribution would contribute to efficiency and economy. 



The designated stocking point, or other appropriate stocking information, shall be included on each 
directive, excluding notices, distributed outside the issuing organization. 



R) 18. PAGE NUMBERS 



19. CROSS REFERENCE 



The following -information shall be placed on all file copies: Dnifter*s name, organizational title or code 
number, room number, building, telephone number, and date typed. Exceptions to this practice: Very 
small activities; cases where the original is to be duplicated, and equivalent identification will be 
maintained on other documents, such as route sheets, attached to the directive; and where coded 
identification of the specific originator is included in the identification symbols. 



Pages are numbered consecutively, beginning with the second page. 

Extra pages resulting from the inclusion of additional data in a change to a directive shall be numbered 
with the page number of the preceding page plus a small (lowercase) letter, as IQa, 10b, and lOc. If^ as 
indicated in the above example, three additional pages are required, the fourth page would be blank 
(assuming printing on both sides of the sheet), but would assume the next number (i.e., lOd) for control 
purposes. A page(s) added after the last page of a directive shall be numbered with the next sequential 
numbeKs) following the last page. (Extra pages or added pages are. transmitted by change transmittal.) 



Cros»*reference sheets shall be prepared and distrib- 
uted with instructions when they will be needed by 
users to indicate or facilitate the location of an 
instruction. Recipients shall file the sheets in the 
master binder. 

Locator crosa-reference sheets shall be issued when 
directives will be maintained outside the directives 
binder because of their security classification or 
buU.. 
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SECNAVINST5215.1C 
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TABLE 1 -PREPARATION OF LETTER-TYPE DIRECTIVES (CON.) 



ITEM 



b. Sulqecl Croas-Refcmioe 
Sheets 



c. CAiioelinji Crosfr-Referenoe 
Sheets J ■ 

20. REPETITIVE MINOR 
CHANGES 



INSTRUCTION 



NOTICE 



Subject cross-reference sheets shall be issued with, 
instructions when two or more subjects are appli- 
cable, or an instruction covers two or more m^jor 
subjects that logically should not be issued as 
separate instructions. The subject cross-reference 
number shall be shown on the lower left of the 
signature page of the instruction being cross- 
referenced (e.g.. CROSS REFERENCE 1001). The 
cross-reference sheets shall not be assigned con- 
secutive numbers. 

The subject cross-reference sheets.shall be canceled specifically by the issuing authority at the same time 
the referenced instruction is canceled. 



When the same change occurs many times throughout a directive^ a single change sheet may be issued, 
provided the issuing authority determines that it is justified and sufficient. Such a special change sheet 
may be justified when the use of pen changes would require excessive expenditure of personnel time, or 
the use of page changes would be tantamount to a complete reprinting. The change sheet shall state that 
the change is applicable throughout the directive, and that it is being issued in lieu of numerous changes. 
The sheets shall be inserted by recipients at an appropriate place at the beginning of the directive being 
revised. They remain in effect until a revision incorporates all the changes or the basic, directive is 
canceled. Issuance of such special change sheets, however, should be avoided whenever possible. 
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1 ABLE 2 - PREPARATION OF SPECIAL-TYPE DIRECTIVES 



ITEM 



i. MESSAGE-TYPE 



8. Identification 



(1) General 



(2) Washington Headquarters 
Organizations 

b. Consecutive Numbers 



c. Changes 

d. Cancellation 



2. PUBLICATION-TYPE 



a. Identification 



b. Contents 



c. Changes 

d. Bringing into the System 



e. Distribution ff^eed to 
Know) 

(1) Issuing Authorities 



(2) Addressees 



(3) Replies to Requests for 
Deletion 



INSTRUCTION 



MOTICE 



A message that is a directive has additional identification at the head of the text^ contistins of the 
authorized abbreviation of the issuing authority, followed by the deiignation "INST" for an instmctlbn 
or "NOTE" for a notice, and the appropriate subject IdentiTtcation code. 

A general message, which contains information coming within the scope of the directives issuance system. (A 
will carry a directive identification number, in addition to series identiftcation. 

Consecutive numbers shall not be assigned to mes- 
sage instructions. 

Changes to message directives shall be identified in the text by an appropriate change number. Examples: (A 
SECNAVINST 5215 CH-1 or SECNAVNOTE 5215 CH-I. 

A message directive ts automatically canceled 90 days following the release date, except when: (1) the text 
provides for earlier cancellation; (2) a subsequent release (change) speciftcalty extends the time; or (3) it ii 
reissued in letter-type directive format. The cancellation paragraph of the Utter shall identify and 
supersede the message it replaces. 



Directive identification information and the issuance date shall be placed on the title page or the cover, u (R 
is applicable. They need not be shown on each page, as is required for letter-type directives. When 
separate covers or binders are used, they shall show the title, issuing office, and the directive identifkation 
information, subject code number, and the consecutive (point) number, if applicable. The edition desig- 
nation and the date of issue need not be shown on the cover, but they must be included in the transmittal. 

The contents of a publication issued in the directives issuance system shall include the following: 

(1) A locator cross-reference sheet. 

(2) A signed transmittal prepared in letter-type directive format. Distribution and stocking 
information should be shown on the signed transmittal, or, if necessary, on a separate page. 

(3) A table of contents, as appropriate. 

(4) A record-of-changes page. 

Publication-type instructions are changed in the same manner as letter-type instructions. (See table 1.) 

Publications or manuals not in the directives issuance system may be brought into the system without 
reprinting, by issuing an instruction that changes the publication number to a directWe number. The 
instruction shall (1) makespecificreference in its text to the publication it is bringing into the system, and 
(2) transmit a locator cross-reference sheet, or provide a a^ace for indicating the location of the 
publication if it is likely to be maintained outside the directives binder. 

In order to assist originators in restricting distribution lists to those who "need to know,** the following (A 
proceduie is suggested: 

If a publication-type directive has a selected distribution list (those not addressee! to all ships and ttatktitt), <A 
issuing authorities are encouraged to use OPNAV form 5210/41. Records (Paperwork) Management 
Improvement Recommendation, preferably bound .with the publication, and perforated for tearing out by 

addressees. 

Addressees should utilize the form to request the issuing authority to delete them from future revisions (A 
and changes to the directive. 

No replies to requests for deletion from distribution lists are required, unless the deletion is questioned. (A 
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SECNAVINST5215.1C 
14 April 1970 



TABLE 2 -PREPARATION OF SPECIAL-TYPE DIRECTIVES (CON.) 



ITEM 



rNSTRUCTION 



NOTICE 



3. JOINT DIRECTIVES 



R) «. Intrt-Navy 



A) (1) Ileferencing 
A) (2) CheckUsttng 
A) (3) Use 



R) <4) SignoitMft Location 



A) 



b- IntefMfVKe 



A directive issued by two or more components of the Department shall be identified in one of the 
following ways: 

<1) Assignment of separate, complete directive identiTication for each participating organisational 
component (as is done for joint intcrservice directives). Each of the separate directive identirication 
numbers is shown on a different line as the designation abbreviation in the identification symbols and as 
the directive designation. 

Designation abbreviation example: BUMEDINST SOOO.IO 

BUPERSINST5OO0.15 

Designation example: 

BUMED INSTRUCTION 5000.10 
BUPERS INSTRUCTION 5000.15 



When, in either the directive designation or the designation abbreviation, it is necessary to break one of 
the items, the second line is indented two spaces. There is only one underscore for the directive 
designations, extended the length of the longest line. 

(2) Assignment of a composite single identification, using the abbreviated identification of each 
component m the identification and designation lines, separated by a diagonal line with one subject 
identification number, including consecutive point number, where applicable. Because it sometimes may 
be difficult to determine a component with primary cognizance, and because each component assumes 
continuing responsibilities concerning a joint directive, a separate series of instruction consecutive point 
numbers for each combination of issuing components, unrelated to the numbers assigned to instructions 
issued by one of them, shall be assigned. When it is necessary to break either the directive designation or 
the designation abbreviation, it should be broken after the diagonal line separating the abbreviation of the 
issuing authorities or after the abbreviation of the second issuing authority. Examples: 

COMALASKANSEAFRON/ 

CQMSEVENTEENINST 5000.10 

COMAJLASKANSEAFRON/COMSEVENTEEN- 

INST5000.I0CH-1 



All references to a joint directive should be to the complete identification symbol and designation line. 

Each participating component should include the directive in its checklist. 

Issuing authorities are cautioned against use of the joint directive, except when essential to obtain 
necessary jurisdictional coverage. This is particularly relevant when additional duty or "double-hatted" 
staffmg exists. In all types of cases, consideration should be given to a regular issuance by the next higher 
common superior. ' 

The signature and related information (i.e., name, and title or "By direction") of the issuing authority 
ends flush with the right margin; that of the first cosigner begins at the left margin; and that of the third 
participant is centered between them. 

If a joint directive is used by a "double-hatted" official, only one signature is required, located at the same 
place as on directives from the chief official of a sin^e command. 

A directive issued jointly by the Navy and one or more of the other military services is assigned a separate 
designation by each of the participating services. When issued in the directives issuance system, an 
interservice directive shall carry the authorized abbreviation of the cognizant Navy component in the same 
manner as other directives issued by that component. 
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SECNAVINST5215.1C 
14 April 1970 



TABLE 2 - PREPARATION OF SPECIAL<TYPE DIRECTIVES (CON.) 



IIUM 



c. 



d. Supptementi 



IMCTRUCTtON 



MOTICS 



"MTmu the text of « joint dinctiw is to be chmfed. eoonlinttion with the other inuinf authoritkt muit be (R 
effected before the chente ii promulcited. Such chuget an itaied in the ame manner u other letter-type 
dtrectxvei. (See table I.) 

A wpplement may be itiued to a joint intenervice instruction to provide Information or procedures (A 
specific to componenU of the Department of the Navy, provided it does not alter the terms of the basic 
joint directive. 



23 



Case 1 :06-cv-00856-RBW Document 27-3 Filed 04/20/2007 Page 32 of 43 






If typed, becinninc on 4th fine from top of p«(e, 
coiterad- 



Typed in cipiub, I line (2 lines if there is an over- 
tap} belovf dste, beginnins st left mufin. (Many 
dates which are nibber stamped occupy appfoxi- 
imtely 2 tines.) 

Dc«%natioo 

Beyintiicv tt k(t maifin, .typed in capitals and 
underlined, on 3nd tine below cUssflcation, if any; 
otherwise on 2nd line below dite. 

• From 
2 Urtes below preceding bne ot typini, bcginnint at 
left mai^n. 

• To 

1 line below precedins Kne of typtrtf. bcfjiuiing at 
lefl nui|in. 

' EncfcMm(s) 

2 tinea below preceding line of typinf, bcpnnins at 
left martin, each enclosure notatibci befinninc oa a 
new line. Nunbeml (1). (2). UK etc., aid 
described. 

Teal . 

Prtncipal par«(raphs are hmnbcred; subpangr^hs 
af« altenutety letteivd or numbered, as in outlin- 
ing; pangrsph title* are underlined. Heading b 
followed by period if text foUows intmediatety. If 
beading stands alone, normally followed by blank 
line, period it omitted. *Note: Last paragraph 
identifies forms and' reports, if any, and includes 
their titles and lymbob/Dumbcn. 



Automatic timr-phaaed downgrading, or automatic 
decbaiification information shall be diown on each 



daaaifled dtrectire, with 
appbcs to its ooatents. 



special ootatiofi that 



EXHIBIT I. SAMPLE INSTRUCTION 

(Asterisks indicate i teats that may not be required or applicable) 

" m^ — ■■ — -■-■ !■! ^ m\ -^ 1 - r I - - ■ r - ■ n ■, _ . _ 

CONFIDBNTIAL 

COKMAMCER IN CHIEF 

OMITED STATES I^tLAHTIC FLEET 

RORFOLK, VIRGINIA 23511 

CINCIANTFLTIHST C5000.0 
AF-01-02 
Sex 064-210 
1 Feb 1970 

CONFIDENTIAL (Unclassified upon re»oval of enclosure) 

CIWCIAWTFLT INSTRUCTION C50Q0.0 

Fromi Ccanander in Chief, U.S. Au-.Antic Fleet 



Subjt Firat page of a letter-type directive; sample of (U) 

Ref: . (a) (Describe) M -^— . 

Enclt (1) (Deacribe) 

1. Purpose . (Text) 

2. Cancellation . (Identification of. directives being 
canceled, i^ any. ) 

3. Title . (Text) 
A. Title. (Text) 

a. title (optional) (Text) 

^* title (optional) (Text) 
5' Title . (Text) 
*• T:^tl*. (Text) 
7, Title, (Text) 




GROUP- 4 
Downgraded at 3 year intervals » 
D«classi£i.ad after 12 years. 



CONFIDENTIAL 

CONFIDINTIAL 



Maited. top otttsiik 




IteittfiatkM Sywbib 

Desjgnation abbfcvbtioa, drafter's code (or o^her 
identiftcation, if eoqrloyed locaDy), aerial nui^bcr, 
if any (miubed, if damiftod), and date. I tiiie (3 
lines If there is. aa overlap) below telteitiead. 
BkKkcd at kft with lot^ot line ending Ouslt with 
right maigin. If desfgitstioa abbrcriation otiahpt 
last line of letterhead, il shouU dther be typed on 
aeooftd line below hat fine oCktterhead, or divided 
into 2 Unes, broken after "INST* or **NOrrE.V 

Sat^ect 

2 lines below precedieg fine of tyi^ng. bcgiiuii^g at 

left margin. 

RcCcacikcc^ s J 

2 lines bdow preceding line of typii^, begiiuiing M 
left margin, each reference dtatkm begjiuUi^ on a 
new line. Lettered (a), (b). (c), ttc, tnd deaotbed. 

Note 

This is a sample of the fint page of a multiple-pafc 
instructk>o. Refer to sample of continuation /p«ge 
for guidance on foneat for ognature, distrit^tion, 
and rtocfcii^ Infonaation. 



Typed in capitals 
margin. 



4w til 
> 
maffced, bottom outnde 3^ 



Ui 



Case 1 :06-cv-00856-RBW Document 27-3 Filed 04/20/2007 Page 33 of 43 






Typed in capiUk on 4Ut line and martced abore 
Even-nuiDDcivd pafc: begins at left matfin. 
Odd-numbered pn^: (op outside maiiin. 



2 lines below daaUkation. if any, or on 4th line 
ftom top of page. Even-numbered ptfe: bccim at 
left mupii. Odd-numbered page: lonfctt liw 
ending fluih with right nurgUP- 



Quantity, tvquiicnienti. if occeisary aie typed in 
puenthcacs after "Distribution" if same quantity 'a 
•enl to each mdd nm e t ; or after litt code if different 
quantttio are aeni to addreaaoes. Typed 2 tinea 
below latf line of aignature infonnatkin, blocked at 
left margin. 



2 lines below preceding line of typing, beginning at 



Typed at lover left of B«natuic 
nHtdy I ind) (Jom bottom. 



page, approxi- 



Typed in capitals and raaited. Even-numbend 
page: begins at left margin. Oddnumbeied page: 
bottom outbdc margin. 



EXHIBIT 2, SAMPLE COHTIHUATION PAGE OF AN INSTRUCTION 
(Asterisks indicate i tens that may not be required or applicable) 



CONFIDENTIAL 

NAVMATZNST COOOO.O 
1 Feb 1970 

5. •{C» Title . (Text) 



6. *(0) Title . (Text) 
■• ' Title . (Text) 
b. "Title. (Text) 



JOBN L. DOE 
By direction 




Diatributiop (3 copies): 

SHDL FFl (Naval District Coanandants) 

Copy to (2 copies): 

SNOL 21A (Fleet CooBiaiulers in Chief) 

Stocked: 

Supply and Fiscal Departaent (514.32) 

Naval Station 

Nashington; D.C. 20390 



Cross Reference 1001 
CONFIDENTIAL 




Name in c^itab typed or stamped, on 4th line 
below preceding tine of typing, begiiming at 
horizontal center of page. Title or "By direction" 
(when required). I line below, and blocked with, 



* CopytD 

()uantity requtrementi, if neoeauiy. are typed In 
pventheaes after "Copy to." Typed on Ind line 
below last line of "Distribution" infomMtion. 



hge* are numbered consecutively, beginning with 
second, 3 lines or K Inch from bottom of page, 

centered. 



>g 

o 
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D«at(iutfc>n 

.Typed in capiUli and underlined, 5 lines below last 
line or iddress in letterhead. If uncUuiried (7 lines 
if cbnified), beginning al left margin. 



• text 

Next-to-last, paragraph identifies forms and 
reports, if any, and includes their titles and sym- 
bols/numtKra. if cancellation has contingent 
provision, this is stated in last paragraph. Dale is 
always last day of month, except when such date 
would create an administrative problein. 






* Stocking 

Not mandatory on notices, since stocks vx held by 
origioating offices. 



EXHIBIT 3. SAMPLE NOTICE 
(Asterisks indicate items that may not be required or applicable) 




DEPARTMENT OF THE NAVr CdHC f rp* 

OTFICZ or TMt CHIEF OT NAVAL 0^e«ATIOW« 
WASMtNGTON, DC. 10130 



Feb 70 



v *cra> lo 

OPMAVNOTE 0000 

Op-09B 

I Dec 1969 



OPNAV NOTICE 0000 

From: Chief of Naval Operations 

To: Commandants of Naval Districts 

Sub j : (Describe) 

1. Purpose . (Text) 

2. Title. (Text) 

3. Title . (Text) 

a. Title , (optional) (Text) 

b. Title , (optional) (Text) 

4. Cancellation . When action has been cbntpleted. 



J, L. DOE 
By direction 

Distribution (3 copies): 

SNDL FFl (Naval District Cononandanta) 

Stoclted: 
OPNAV (09B24) 



Note 

This sample emphasires items peculiar to a notice. 
Refer to sample instruction and continuation page 
for guidance on common items. 



h- CO 



4^ m 


> 


Q 


a- 


> 


tT-t 


»— ? 


^ 


*p 


-J 


Crt 


o 


H 



to 



n 
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I>etigiutioa 

Complete idenltTication of duqfc trtiumitUl, 
typed in cipiUls ind iindferlined, beginning it left 
margin. 

Suliject 

Sut^ect of dinctive being dunged it always given. 



00 



EXHIBIT M. SAMPLE CHANGE TRAMSMITTAL 




DEPARTMENT OF THE NAVY 
orncc or TMt sccnrrARr 

WABHINOTON. O. C. X039O 

SECHAVIMST 5215. IC CH-X 

Op-09B 

1 Mar 1970 

SECWAV IMSTRUCTION 5215. IC CHAH GE TRANSMITTAL 1 

' '■'■■ ' ■ - t ■■■ .1-1^ 

Pram: Secretary of the Navy 
To: All Ships and Stations 

Subj: 0«partnieiit o£ the Navy Dlrectlvea Issuance Systen 
End: ' (1) Revised page 10 

1. Purpose . To transmit new pege 10, which revises 
procedures for preparing a change of transraittal. 

2. Action . Remove page 10 of the basic instruction aiwl 
insert enclosure (1) . 



a > 

z 

K> 

# 

o 



o 



Note 

This sunple emphaiizea itcnn peculiar to a chuige. 
tranmittal. Refer to ample imtruction for guid- 
. ance on oomnwn itemi. 



J. LEB DOE 

Under Secretary of the Navy 



Distribution: 

SHDL, Parts 1 and 2 . 

NARCORPS Lists H and I 

Stocked : 

Supply and Piscal Dept. (514.32) 

Naval Station 

Hashingtonf D.C. 20390 
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^0 



b nied, not canocied. 

Effective until reviuoii or canccUitktn of buic 
directive. 



EXHIBIT 5. SAMPLE CHANGE TRAHSMITTAL 
COVERIMS REPETITIVE CHANGES TO A DIRECTIVE 





OCPAMTMCMT OF TM« NAVY 
OmCX 0# TMS MCRSTAAV 
WA4H1NOTOM. D. C. lOSSO 

SBCHAVIHST S215.13A CH-2 
SUP 0631 
2 Feb 1970 

SECMAV IMS TROCTION 521S.13A CHAMCE TWWSMITTAL 2 

Proni Secretary of the" Haw 

Subj: Defense Supply Agency pufelicationa 

Bncli (1) Llat of designated service repreaentatlves 

1. Purpose. To transMit change 2 to the basic instruction. 

2- Change. Reaove enclosure (1) and insert the revised 
enclosure (1), furnished herewith. 

«;«iKf£ff*'ik* ^^f'^T*:. ^l!' foll*>*'i"9 repetitive change is 
applicaoie throughout the baaic instruction; thia change la 

i!!U J ^^•^?' numerous changes: -Coanander, Naval Supply 
fnS ^?o»^;;S^;r.:;i''S -Chi.f Bur.au of suppu.. and AccoSSa-, 
ana coMand(s) and bureau (s)" vice 'bureau (a)." 

J- fiiiHa- This change transaittal should be Inserted at 
the beginning of the basic instruction, in lieu of aaJclna 
numerous, changes. -"ing 

5. Cancellation. When the baaic directive Is auperseded 
by a revision, or ia otherwise canceled. 



A. B. SKA 



Oistributioni 

SHDL A (Navy Department) 



Stocked; 

Supply and Fiscal Dept. (514.32) 

Naval Station 

Washington, D.C. 20390 



•-• Co 

so 2 

o ^ 

Ml 
K> 

Ok 
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EXHIBIT 6. SAMPLE LOCATOR CROSS- REFE RE IICE SHEET 



Uie exact wb^cl or publication Utk. 



Brief rtHeniciil of omlait may be 



W 



LOCATOR CltOSS-R£rERetlCB SHEET 



OPNAVINST 5510. IC 
36 April 1965 



Subj: D«partBant o£ the Havy. Security Manual for Clasalflvd 
Infonution 



Thla airactiv* ia not filad in thaia dlractivaa bindars, but 
■ay ba found at th« following location! 



1 



The btttructkxi or aoticc h completety Ucntincd. 
This cnMMcfercnce ihcct b filed uuhr this 
nvmbcr in diitcUvct binder. 



•- CO 

-«^ tn 

> <^ 

z; < 

NO 5 
o ^ 

KTt 

* 

n 
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EXHIBIT 7. SWfLE SUBJECT CMOS-REFERCKCE SHEET 



Uk 



t '^■^1 



leoi 



t WPimSZKffT $400. IP of 13 
tiaa for tha Saval tesanr* 



F«b 1M9« r«bU of nrgaai 




FBtia 




U> 
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EXHIBIT 8. SAHPLE MESSAGE 



Directive IdcntiTication and nttyect. If tku U 
Instruction or clunie tnraniitul, doagnation 
would be dwifHl accordingly. 






JOINT MIUACEPDiy 



*••« 



1 °' 



Da«#r«i« o« 



•CT 



RS. 



U^t. \ .t^AWL 



iUUUL 



•«CM«»** ckA»«r>CAri*M 



ttt I rowMliiXt 






ji 



MSM««K M*MDt,M« Mt»T«Vt«t*«HS 



SCCNAV 
T«. ALNAV 
UHCLAS //NOSllO// 
SCCNAVNOTE 2110 HtSSAfit ftlRCCTIVeS 
A. SeCNAVJNST 5215-lC 

1. KTEXT> 

2. <TCXT> 
3- <TEXT> 



ACTION ..• U 

OQ • . • 01 • • • 03 • • - CUO 



J. B. JOWCS-> LT^ M3C^ 5SM^ 1 FE« 



n. K- $niTH. CAPT> H3 s^ms 



DD .T"..173 



»»K(>'C IWltMUCVWiM 



uwcusxirtEf 



^i^ 


CO 


-Ik- tn 


^ 


s 


a 


> 
< 


^i^ 




VO 


!Z 


•^ 


CO 


o 


H 




Cfl 




K> 



01 



■ore 

Uae of OCR (i^ticd dunctct jecofratMo) type font, 
tf fa] thii exhibit, it iw^uind ockty what local 
. sntflkatioai itutiuctiooA ao tpedfy. 



AD denents of a aca«ce-typ« directive titcept thb 
tdcntificatkM line uc prepmd ^ •coordance with. 
itandard ioatnicCJofU for nsular i»c«ac«* not la 
Department of tbe Nary Directive* Ii 
Syitcm. 
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SEOWVINSr 5215. IC 
14 April 1970 



INDEX 
(Figures in parentheses indicate, paragra;^ lumbers) 



Page 

"A" - Additions (12) iii, 16 

See also Revision (s) 

Addressees: 

Listing (14) 17 

Keed to act (14) 16 

Need to know (14) 16 

Selecting (14) 17 

Aimail: 

See Distribution 

All ships and stations: 

Changes to distribution requirements (14) 17 

Definition (1) 1 

Signature requirements (13) 16 

Asterisk (•) (12) ,..,,. 16 

B 

Brief sheet: 

See Biclo5ure(s) 
Bulletin (applies only to Marine Corps issu- 
ances) , 

Definition (1) 1 



Canceled directives : 

Referencing (10) . 12 

Cancellation(s): 

Change transmittal (12) 15 

Consolidated list of (2) 3 

Message-type directive (1) 21 

Notice (4)» (12) 9, 15 

See also Paragraphs 
Capitalization: 

See Lo%«rcase vs. 
dangers) : 

Entering (3) 8 

Indication of: 

"A" - additions (12), ........ iii, 16 

"D" - deletions (12) iii, 16 

"R" - revisions (12) iii, 16 

Asterisk (•) (12) 16 

Joint directives (3) 23 

Manuals (2) .,,•.... 3 

Message-type directives (1) ,...., . 21 
Page: 

Definition (1) 2 

Che-page (5) 10 

Revised first (5) 10 

Signature (13). 16 

Paste-in (1) ,..,....,.... . 2 

Pen (1) 2 

Publication (2). . 3 

Publication-type directive (2) 21 

Repetitive minor (20) 19, 29 

Siranary of (12) 15 

System; reconnendations for (5). . . . . 1 
Change transaittal(s): 

Consecutive nunbers assigned to' (6). . , 12 

Definition (1) .,.,*... 1 

Eadiibits (4). (5). 28, 29 

Identifying (6) .,.,,,.. U 

Indicating changes in text (12) 15 

Labeling enclosures to (11). 13 

Self -canceling provision (12). ..... 15 



Page 

Change transmittal (s) (con.): 

Shorter distribution lists (14). .... 18 

Subject (9). ....... ■ ,. . 12 

To classified directives (3) ..... . 9 

Upgrading or dcMigrading (12) 15 

Checklist(s) : 

Definition (1) 1 

Joint directives (3) .....;... . 22 

Nu»rical (3). ......... . . . . 4. 5 

See also Indeoc 

Chief of Naval Operations : 

Approtral of relquests for recurring 

reports from the operating forces (3) . 4 
"Copy to" addressee on directives to 

the operating forces (15). *18 

Responsibilities (S) , (3) i, 3, 4 

Qassif led directive(5) : 

Distribution of (14) 17 

Downgrading and declassification (3) . . 9 

Indication of classification (6) . . . . 10 

Paragraph markings (Esdiibit 2) .... . 26 

Samples (Exhibits 1 and 2) 25, 26 

Serial numbers (S) ..... 10 

Subject (9). ......... 12 

See also Security 

Connandant of the Marine Corps: 

Distribution requirements (14) 16 

Responsibilities (3) 5 

Consolidated list of canceled directives (2) 3 

"Copy to": 

Information copies , (15) ........ 18 

Directives to the operating forces. . 18 

Identification 18 

Iipleoentation by subordinate com- 
mands IB 

Quantity 18 

See also Distribution 

Correspondence manual: 

Directives application to (1) 7 

Signature requirements (13) 16 

(^iteria for issuing in the system (2) . . . 2, 3 

Exceptions 3 

Optional 3 

Standard , 2 

Cross-reference sheet (subject or locator): 

Canceling (12), (19) 14, 19 

Definition (1) . . . 1 

Exhibits (6 and 7) ... . 30, 31 

Filing (3), (19) 8, 18 

Need for (19) 18 

Preparation (19) 18, 19 

"Current edition": 

See Reference line(s) 



"D" - Deletion (12), iii, 16 

See also Revision 

DecltssiHcation (3) 9 

Definitions: 

All ships and stations (1) 

Bulletin (1) 

Change transmittal (1) 

Qecklist (1) 

Cross-reference sheet (1). . 

Directive (1) ■. , 

Directives issuance s>^tem (1) 
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SECNAVINST5215.1C 
14 April 1970 



Page 



Definitions (ccci.)* 

Distribution list (1) 1 

Instruction (1) 1 

Issuing authority (1) 1 

Joint directive (1) 1 

Letter-type directive (1) 1 

Message-type directive (1) 1 

Notice (1) 1 

Order (1) • — • 1 

Page change (l) 2 

Paste- in -chaxige (1) 2 

Pen change (1) 2 

Preparing authority (1) 2 

Publication-type directive (1) 2 

Revision (1) 2 

Special distribution list (1) 2 

Standard Navy distribution list (SNDL) 

(1) 2 

S^7plement (1) • 2 

Y^teshington headquarters organizations 

(1). . 2 

Weekly transmittal sheet (1) 2 

Designation line (6) 10 

Directive (s) : 

Citing (10) 13 

Consolidated list of canceled (2). . . . 3 

Definition (1) 1 

Designation (16) 10 

Disposal (3) 8 

Downgrading and declassification (3) . . 9 

Filing (3) . . 7, 8 

Joint (1), (3) 1, 22 

Letter-type (1), (1) 1> 7 

Message-type (1) , (1) 1, 21 

Preparation (1) 7 

Publication-type (1) , (2) 2, 21 

Requisitioning (2) 7 

Security classification (3) 9 

Continuation page(s) (Exhibit 2). . . 26 

First page (Exhibit 1) ....... . 25 

Special -type (1) 7 

Stocking (2) 7 

Directives control point (or similar desig- 
nated unit) : 

Responsibilities (3) 4 

Disposing of directives (3). ....... . 8 

Distribution: 

Airmail (14) 16 

Changes to all ships and stations (14) . 17 

Changes to modify lists (14) 17 

Determining nunber of copies (14). ... 17 

Classified directives 17 

Established requiranents 17 

Genital requirement ......... 17 

Listing addressees (14). 17 

Marine. Corps field activities (14) ... 16 

SEOWV directives 16 

Washington headquarters organizations 16 

Naval shore activities (14) 16 

Need to act (1) 1 

Need to know (1), (14) . 1, 16,17 

Need to retain (14) . 17 

Publication-type directive (2) 21 

Replies to requests for deletion (14) , . 17 

Requests for deletion from (14) 17 

Selecting eddressees (14). . 16 

Selection review (14) 16 

Shorter lists (14) 18 

Unclassified change transmittals. . . 18 

Special list; definition of (1) 2 

Standard Navy distribution list (SNM,) ; 

definition of (1). 2 

Washington headquarters organizations 

copies to NPPS (3) . 5 



Pagt 

Distribution (con.): 
See also 'To" line 

Downgrading (3) ^ 

Drafter's identification (17) .18 

Due dates (12) 15 

E 

&iclosure(s) (11) 13, 14 

Brief sheet. 13 

Identification 13 

Ubeling 14 

Line(s) 13 

Reissuing directives as, 14 

Eidiiblts (saniples) ; 

Change transmittal (4) 28 

Continuation page of an instruction (2) 26 

First page of an instzuction (1). . . . 25 

Locator cross-reference sheet (6) , , . 30 

Message (8) 32 

Notice (3) '. . 27 

Repetitive minor changes (transmittal) 

(5) .... 29 

Subject cross-reference sheet (7) ... 31 



Filing arrangenents : 

Cross-reference sheets (3) 8 

Directives in general correspondence 

files (3) 8 

Instructions (3) . 7 

Notices (3) 7 

FoTm(s) : 

Canceling in consolidated lists (2) . . 3 

Issuing and ordering prescribed (2) , . 7 
OPNAV 5210/41, Records (Paperwork) Man- 
agement Inproventent Recornnendation 

(14), (2) 17, 21 

Paragrai^i canceling (12). . . 14 

Paragraph requiring (12) 14 

Special requirements (12) ....... 14 

Availability 14 

Blank - 14 

Furnishing 14 

Identifying mmber 14 

Sample (filled in) 14 

Format: 

Columnar (1) 9 

Head-to-head (1) 9 

"Fran" line (7) 12 



Identification: 

Codes (6) 

Drafter's (17) 

Joint directives (3) 

Publication-type directives (?)... 

See also Standard subject identifica- 
tion codes 
Identification symbols (5) 

Continuation pages. • • • 

First page. ........ 

One-page change ... 

Outline subheading * . 

Page change • • • 

Pages printed horizontally 

Revised first page 

Index: 

Alphabetical subject (3) 

Information copies: 
• See "copy to" 



11 
18 
22 
21 



10 
10 
10 
10 
10 
10 
10 
10 



4, 5 
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InstnictionCs) : . 

Confcining (6) 11 

Consecutive junbers (6} 11 

Definition (1) 1 

Exhibits (samples) (1), (2) 25, 26 

Filing (3) . 7 

Identifying revisions (6) 11 

Message (1) 21 

Issuing Authority: 

Definition (1) 1 

Identification (abbreviation) (4) . . . 10 
£hclosing a directive fron higher au- 
thority (11) 13 

Referencing a directive fron higher au* 

thority (10) 13 

Responsibilities (3) 6 

Ifeshington headquarters organiza- 
tions (3) 6 



Joint directive (s): 

Changes (3) 

Definition (1) . . . 
"Prdn*^ line (7) . -. . 
Interservice (3) . . 

Supplement (3). . 
Intra-Navy (3) . . . , 

Oiecklisting. . . . 

Identification. . 

Referencing . . . . 

Signature location. 

Use , 



23 
1 
12 
22 
23 
22 
22 
22 
22 
22 
Z2 



"Utest edition'*: 

See Referonce line(s) 

Letter-type directive: 

Definition (1) i 

Fotinat (1) 9 

Preparation (1). . . • , . 7 

Reproduction (1) 9 

Stationery (1) 9 

Locator cross-reference sheet: 

See Cross-reference sheet (subject or 
locator) 

LoMercase vs. capitalization (2} ..... • 3 

M 

Nanins (2) 9 

Marine CoTps: 

See Connandant of the Marine Corps 

Maiidngs oi revised pages (12) ♦ iii, 16 

Message-type directive (s): 

Cancellation (1) 21 

Qianges (1) 21 

Consecutive lunbers (1). ....... . 21 

Definition (1) 1 

Exhibit (8) 32 

Identification (1) 21 

General 21 

Washington headqjuarters organizations 21 

N 

fkvy IHiblications and Printing Service ^IFFS) : 

All ships and stations distributions (14) 17 

Responsibilities (3) . « S 

Need to act (1), (14) 1, 16 

Nsed to know (1), (14) 1, 16,17 



"NOTAL": 

See Reference line(s) 
hbtioeTs): 

Cancellation date (4) 9 

Cancellation statenent in purpose para- 
graph (12) 14 

Changes to nanuals arid publications not 

in the system (2) 3 

Definition (1) 1 

Eadiibit (3) 27 

Filing (7) 7 

Message (1). . . \. . . . . 21 

Exhibit (sample) 8 32 

Self-canceling (expiration) provision 

(4), (12). . 9; IS 

Official case file (3) 7 

Disposing of (3) . 8 

Operating forces: 

Recurring reports from (3) 4 

See also Infomation copies (15) .... 18 

Order (applies only to Marine Corps issu- 
ances) : 
Definition (1) 1 

Outline subheading (5) - • • * 10 

P 



Page change: 

Definitiai (1) 

One-page (S) 

Revised first page (5) 

Page limbers (18) 

See also Exhibit 2 . • * • • 

Pages printed horizohtally (S) . . . . . .' . 

Paragraph (s) : 

Canceling other directives, reports, and 
fonas (12) 

Cancellation (12) . . 

Due dates (12) 

Indicating changes (12) 

Directive or change transmittal . . . 

Markings on: 

Classified directives (Exhibit 2) . . 
Revised pages (12) 

Reissuing directives (12) 

Reports and/or fonss (12) . . 

Self-canceling (eoqpiration) provision 

(12) ..;... 

Oiange transmittal 

Notice . 

Sequence (12). 

Special requirements for foms (12). . . 

Titles (12) 

Upgrading or dOMngrading change trans- 
mittals (12) 

Paste- in-change : 

Definition (1) . . . 

Pen change: 

Definition (1) 

Preparation: 

Letter-type directives (1) , 

Special-type directives (1) . 

Preparing authority: * 

Definition (1) 

Printing : 

ColuDBiar fonnat (1) , 

Letter-type directive (1). ...... , 

Publication- type directive (1) . . , , . 
Publication- type directive: 

Bringing into the system (2) 

Changes (2). . . , . - 



2 
10 
10 
18 
26 
10 



14 

14 
15 
15 
IS 

26 
16 
15 
14 

IS 
15 
15 
14 
14 
14 

15 



7 
7 



9 

9 
9 

21 
21 
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P«ge 



Publlcatloa-type directive (coo.) 

Contmt (2). . . 21 

Definition (1) 2 

Distrlbutioi (need to toior) (2) 21 

Addressees . 21 

Issuing authorities 21 

Replies to requests for deletion. . T 21 

Idantificetlon (2) 21 

R 

•TP' - Revision (12) Ui, 16 

See also Revision 
RcferenoeTIheCs) : 

Citing (listing) (10). 12/13 

Cenceled directive (s) 12 

Directive (s) being canceled . . . . , 12 

Directive frcn higher authority ... 13 
Doaannt not addressed to all 

("NOTAL") 12 

Instructlcns 13 

Notioes ...... 13 

Revised . instructicn 13 

Specific prorisicn 13 

Status of instiuction 13 

S^;>eTf luous %«OTding 13 

Joint directive (3) 22 

Reissuing directives fron higher authority; 

biclosure (10) 13 

Reference (10) , 13 

S^ial provrisions for (12), ...... IS 

Report(s): 

Canceling in consolidated lists (2). . . 3 

Due dates (12) , is 

Froi the Operating Forces of the Nwy 

(3) • 4 

Paragraph canceling (12) ........ 14 

Paragraph requiring (12) 14 

Reproduction (1) 9 

Requisitioning directives (2) 7 

Responsibilities : 

Chief of Naval C3perations (5) , (3) . . . 1. 3, 4 

Coaaandant of the Murine Corps (3) . . . 5 

Directives control point (3) 4 

Issuing authority (3). . 4 

Navy Publications and Printing Ser^ce 

(3) 5 

Washington headquarters organizations 

(3) 4 

Reviews: 

Required of issuing authorities (3). . . 4 
R0visian(s) ; 

Definition (1) 2 

Identifying (6) . n 

Indicating in text (12). 15, 16 

Markings on revised page (12) iii, 16 

"A" - addition 16 

*D" - deletion 16 

"R** - revision or change. 16 

Asterisk (•) 16 

Sianary of duinges (12) 15 



Le(s): 

Pom (12) 

See Exhibits 
Secret£ry of the Netvy: 

Directives Issuance system authoriza- 
tion 

Security classification: 

Qiange transmittals to classified direc- 
tives (3) . , 



14 



Security clfl*slflc&tioaa (coa.) 

Classifying directives (3) 

Continuation pages 

First page. . , , 

Indication of classification (6) . . . . 

Paragraph markings (Exhibit 2) 

Serial nLnbers (5) , ; 

Selection review (14) . . . . 

"Series" 

See Reference line(s) 
Signature : 
Locaticn: 

Joint intra-Navy (3) 

Double-hatted official ...... 

Letter-type directives (13) 

Requirenents (13). , , . . 

All ships and stations. 

Letter-type directives 

Rorised signature page. ....... 

Special-type directives (1). ,....,, . 

•«SSIC* 

See Standard subject identification 
codes 
Standard subject identification code(s): 
Guidelines for selecting (6) ...... 

Source (6) 

SBCNAVINSr 5210. IIA ...!.!!!! 
Stationery: 

Preparation (1). . . , , . 

Stocking information (16) 

Subject (9) 

Change transmittals 

Classified directives 

General 

Subject cross-reference sheet 

See Cross-reference sheet (subject or 
locator) 
Sunaiy of changes. 
See Oianges 
(s): 

Definition (1). 

Identifying (16); 

Use (3) 

Joint interservlce instructions. . . 



Page 



9 
9 
9 
10 
26 
10 
16 



22 
22 
16 
16 
16 
16 
16 
7 



11 
11 
11 

9 
18 
12 
12 

12 
12 



2 
12 
23 

23 



T 

Table (s) 

1-Preparation of letter-type directives 9-19 

2-Preparation of special -type direc- 
tives. 21-23 

Text (12) 14/15,16 

See Paragraph (s) 

'To"TIhe (S) , , . , 12 

All ^Ips and stations (1) ...... . 1 

•Top Secret" documents prohibited (2), (6). 3, 10 



Ifashington headquarters organizations: 
Definition (1). ............ 

Distribution to: 

Murine Corps field activities (14) 
Nmry Publications md Printing 

Service (3) ...... 

Jnfomatlon copies (15) ......: 

Directives to the operating forces 

Message(s) (1) 

Responsibilities (3) 

Meekly transmittal sheet 

Definition (1) 

Distribution to all ships and stations 
(3) V . . 



2 
16 

4» 5 

18 

18 

21 

4 

2 

S 
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